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ADM NI STRATI VE ASSI STANT TO THE FI RE CHI EF

(Competitive Class)

DI STI NGUI SHI NG FEATURES OF THE CLASS

This class enconpasses a highly responsible position, the
primary duty of which is assisting the Fire Chief in managing
the admnistrative functions of the departnent. The
Adm ni strative Assistant to the Fire Chief assists the Fire
Chief in researching, planning, and organizing departnmental
oper ati ons. The enployee of this class coordinates fire
departnment adm nistrative activities in such areas as personnel
managenent; financial managenent; purchasing; maintenance of
departnmental equipnment and facilities; and overseeing the
preparation and mai nt enance of departnental records. This class
IS non-supervisory in nature, and the enployee of this class
exerci ses no supervisory authority over personnel in the |ine
cl asses. Speci al assignnents are received from and work is
reviewed directly by the Fire Chief.

EXAMPLES OF WORK
Examples |listed below are illustrative only. They are not

intended to include all duties which may be assigned. neither

are they intended to exclude other duties which may be | ogi cal

assignnents to this class.

Assists the Fire Chief in managing the adm nistrative functions
of the fire departnent. Recommends nmanagenent policies, goals,
and objectives for the fire departnent. Makes recomrendati ons
on how t he departnment should be organi zed, including the nunber
of operating units and distribution of such units.

Attends nmeetings as assigned by the Fire Chief to give reports,
of fer advice, make recomendati ons, and keep informed on | ocal
trends that nmay affect the fire service. Informs the public
about fire department work by means of tal ks, denonstrations, or
distribution of literature to schools, civic groups, owners and
enpl oyees of public and private buildings, or any other
concerned citizen.

| nvestigates all accidents involving departnental equi pment and
personnel, determ nes cause, and makes recommendations on
procedure to avoid future accidents. Assists the Fire Chief in
i nvestigating conplaints agai nst department personnel, reviews
of fenses, and fornulates a recomrendation for action to be
t aken. | ntervi ews prospective enpl oyees and makes
recommendati ons  for enpl oynment . Mai ntains  pronotional
eligibility lists in order to assist the Fire Chief in making
recommendati ons for pronotions to the Appointing Authority.

Assists the Fire Chief in accounting for the noney and assets of
the fire departnent. Prepares revenue and expenditure
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esti mat es. Gathers information to be used in preparing the
departnmental operating budget. Wites requests for grants or
ot her special funds to aid in the operation of the fire service.

Assists the Fire Chief in making decisions about information
whi ch should be included in all records of the departnent, and
in determining in what form this information should be kept.
Assists in supervising the preparation of the records and
reports of the departnment by reviewing records conpleted by
departnment personnel, and by periodically inspecting systens and
facilities for keeping the records. Personal ly conpl etes any
fornms and records required.

Assists the Fire Chief in managing the care and mai ntenance of
department equi pnent and apparatus, vehicles, and property.
Coordi nates repairs and mai ntenance of equi pment with qualified

departnment personnel. Follows records of fire equipnent
testing, and assures that the equipment neets all applicable
federal, state, and |ocal standards. Mai nt ai ns i nventory of

equi pment issued to fire departnment personnel and divisions.

Perforns any rel ated duties assigned.

QUALI FI CATI ON REQUI REMENTS
Unl ess otherwi se specified, all requirenents listed bel ow nust

be met by the filing deadline for application to the test.

Must neet all requirements of the Municipal Fire and Police
Civil Service Law, including being a citizen of the United
St at es.

After offer of enploynment, but before beginning work in this
cl ass, nmust pass a nmedi cal exani nation prepared and adm ni stered
by t he Appointing Authority, designed to denponstrate good health
and physical fitness sufficient to performthe essential duties
of the position, with or w thout reasonabl e accommbdati on.

Must have at | east eight (8) years of experience as a full-tine
enpl oyee of a paid fire departnent. Wor k experience should
include the performance of adnministrative duties for a fire
departnment or include a background in fire suppression, fire
prevention, or fire department training.

Must possess a valid driver’s license.

Prior to beginningwrkinthis class, nust obtain avalid Louisiana
driver’s license.
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